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CENTRAL, INTELLIGENOR AGENCY 
Washington, D. ¢, 


ADMINT STRAT TYR INSTRUCT | 13 February 195) 
No; — 


SUBJECT. Security Approval for Employment Intervieys 


l, Discussions of employment, beyond Genera) Preliminary Interyi ays, ; 
Should not be held With any applicant Without Prior ®PProval op the 
Inspection and Security Office, 


2. Both telephonte and written Vequests Lor emp loynent interviay 
Clearances will be Teceived by the Chier, Security Division, Or his 
Deputy, through the Chier Of the {appropriate Personne} Branch, These 
requests Should be &ccompanied by bertinent identifying information 
which must include, as a minimum, the applicant's Lull nane and QWdvegy 
and the nane and address. o his bresent employer, 


3. Exceptions to this requirement may be approved for intervi ey, 
for Specific Positions by the ASsistant Deputy ( Inspection and Security) , 


Approval Por employment interviews does not waive Necessity 
t 


he 
for final Security @pproval of he individuay in the event he its Selected 
for erp Loyment., 


— POR typ DIRECTOR OF CENTRAr, INTELL IGENCH. 
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CENTRAL INTRLLIGRINCH AGENCY 
ES Washington, D. C. 


ADMIVISTRALIVE INSTRUCT ION 2 February 1950 
| : 0. 3 [| 
STATINTL | 


SUBJECT: 


Awards from Foreign Govermnents. 
a - REFERENCE: Memorandum from the President on above subject to Heads of: 
: Executive Departments and Establishments, dated 6 January 

1950 (copy attached). 


1s Paragraph 1 of the reference requires the following action on 
Ene part of CIA: 


fny employee tendered a gift, decoration, award or any other 
thing by a foreign vovernment while employed by CIA will immediately 
prepare a report of such for transmittal through his Assistant 
Director or Staff Chief to the Chief, Inspection and Security Staff. 


2. The Chief, Inspection and Security Staff, will review such data, 
take any action consistent with CIA polic: and security and, if appropri- 
ate, prepare the required report for tie Sevretary of State. 


3. The report will be submitted to the Director in sufficient time 


to enable signature and delivery to the Department of State by. 30 December 
of each year, 


hh. Data on any case now pending for consideration by the current 
session of the Slst Congress should be pvocessod immediately to the Chief 
j Inspection and Securisy Staff, who will prepare any required report for 
action by the Director not. later than 15 February 1950. 


FOR THE DIRSCTOR OF CENTRAL INTELLIGSNCE: 


STATINTL 


Acting Executive 


Attachment; Memorandum from the President, dated 


6 January 1950. 
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THE WHITE HOUSE 
WASHINGTON 


January 6, 1950 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS; 


Except where other procedures are authorized by law (as, for example, 
in the case of personnel of the Armed Forces under certain circumstances), 
each department and establishment hereafter will comply with the following 
procedures with respect to requesting the consent of Congress for their per- 
sonnel to accept gifts, decorations, awards, or any other thing tendered to 
them by a foreign government: 


1. Annually, in the month of December of each year, each agency will 
compile and transmit to the Secretary of State a list of all active, former 
or retired personnel for whom the Department of State, under the provisions 
of the Act of January 31, 1881 (U. S. Code, Title V, Section 115), 1s holding 
decorations, awards, medals, gifts, orders, or any other thing tendered to 
such personnel by foreign governments and for the acceptance of which the 
agency desires to request the consent of Congress. All necessary supporting 
documentation will be submitted with the list and will include the full name 
of the recipient, the name of the donor government, the name or title or other 
identification ~f the thing to be accepted and such other information as may 
be deemed pertinent, 


2. The Secretary of State will cause consolidated Lists to be compiled 
ie by departments in the form of an omnibus authorizing bill which it will. trans- 
Bin oe mit to the Congress as the situation requires, but in no event oftener than 
once during each session of the Congress, provided, that with respect to re- 
tired officers or employees the provisions of the Act of June 27, 1934 (U. S. 
Code, Title V, Section 115 (a)), shall apply. 


3. Hach department and establishment will be prepared to provide, on 
behalf of any individual, such further information as the appropriate Com- 
mittees of the Congress may require with respect to any award tendered to 
such person. 


4, Before submitting any consolidated list to the Congress, the Secre- 
tary of State will cause the list to be reviewed in order to ascertain whether 
there be any objection to the acceptance of any award therein proposed from 
a . the point of view of the foreign policy of the United States. If there be 
‘ any such objection, the matter will be referred to the Presiden 8 de- 
cision. 
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CENTRAL INTELLIGENCE AGENCY" 


Washington, De Ce. 


ent “DMANISTRATIVE INSTRUCTION 
i HO. | | | 


Classified Contract Security 


a, When ge need oxists for procuring 


$ of intelligence snformation except 


15 Fobruary 1950 


Assistant ‘Director of gteff Chief conoorned shdll,. prior 
with prospesbive cont#actors » conourrently 


- toa contractor, the Contracting 0 
tractor to execute’ an appropriate Secrecy 


(1) he Oonbracting officer of the nature 
we with the Contr 
tive contractors available as 


or services required and sousu 
with respect bo prosped 
procurement’. 


(2) The Inspection and Security Staff of 
sect will be submitted to the Projects Review 


and, if the proj 
Committee » the approximate date of the 


b, The Contracting ofricer wills 


(1) ‘Obtain Personnel Security Question 
hom'the projec 


from all contractor employees with wh 


discussed and forward them to the Inspe 


(2) Prior’ to furnishing class 


(3) When a contractor is selecto 
will provide him with copy of the 
for Contractors and advise him of the 
Cla security standards. 


notify: 


hearinge . 


ified material or 
fficer shall require the con- 
Agreement. 


importance of 


jal procedurss normally involved 
h ¢lassified contracts. 


classified equipment or 
ed, the 


to contact 


of the equipment 
acting Officer 


sources of 


of the ‘sensitivity, 


mnaires (NME Form h8) 
+ will be 
ction and Security Staff. 


information 


a the Contracting officer 
TA Security Requirements 


maintaining 


Ce The Chief, Inspection and Security staff, wills. 


(1). Review the security olas 
advise as to its fitness. 
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(2) Conduct security investigations to ostablish clearance 
or non-cloarance of contractor omployees mentioned above, obtain 
i credit rating and general reputation of prospective contractors 

' and will forward appropriate information to the Contracting 
Officer. 


3. Personnel Cloarance 
eta a A TL, 


te Whon the Contracting Officer is reasonably certain that a 
contract will be awarded, he shall obtain from the contractor, and 
forward to the Inspection and Security Staff for action, Personnel 
Security Questionnaires covering all persons’ who ..will be directly 
concerned with tho project or cognizant of its nature. When the 
contract becomes effective, and thereafter, the Contracting Officer 
will obtain from the contractor and forward to. the. Inspection and 
Socurity Staff Personnel Security Questionnaires’ covering additional 
_ personnel not previously considered who may: become aware of the project. 


b. The Inspection and Security Staff will inform, the Contracting 
Officer of the results of security investigations, that is, whether 
clearances are granted or persons are not approved for employments 
The Contracting Officer will advise the contractor of security clearances 
issued. Inspection and Security Staff in coordination with the Contract- 
ing Officer will notify the contractor of non=clearances. 

ec, Tho Contracting Officer will notify Inspection and Security 
Staff when the employment of contractor personnel is: transferred or 
terminated and, if for cause, the reasons therefor. 


le Physical Inspections 


: ; When a sensitive classified contract is awarded, or upon request 
ee : ‘of the Contracting Officer, the Inspection and Security Staff shall review 
available information and if necessary physically inspect the contractor's 


_ plant to determine the nature and extent of security precautions required 
to meot CIA security standards and submit a report of findingse 


5. The CIs Soourity Requirements for Contractors and the Secrecy 
Agreement will be incorporated into the contract by reference and made a 
part thereof. 


oop 6. The Contracting Officer will advise the Inspection and Security 
ae Staff when a contract is completed or terminated. After a contract has 
been completed or terminated a new security clearance is required for 
subsequent contracts. 


7. The Inspection and Security Staff will notify the Federal Bureau 
of Investigation of the security features of appropriate classified contracts, 
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8. Request for any exceptions to the provisions of this Instruction 
will bo submitted to the Executive with appropriate. justificntion. 


FOR TUS DIRECTOR OF CENTRAL INTELLIGENCE: 


LXSCUTLVO 


Attachment: CIA Security kequirements for Contractors 


DISTRIBUTION: A. 
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CLA SEOURITY REQUIREMENTS TOR CONTRACTORS 


the following information, security measures and safeguards are pro- 
vided for contractors in order that they may establish practices. and pro- 
cedures which will insure adequate protection for information, material, 
or equipment of a classified nature pertaining to contracts with the Contral 
Intelligences Agency. : 


oT. SHCURITY CLASSIFICATION ae 


1, “Security Classification" is a means of indicating the sensitivity 
of information, material, or equipment which is to be protected. Security 
classification is identified by one of four designations, namely, "Top 
Secret", "Secret", "Confidential", or "Rostrieted", Material bearing any 

: one of such designations is generally referred to -s "Classified", 


2. Classified information, material, or equipment sholl not be dis- 
_ cussed with or made known to. unauthorized persons. eas 


3. One of the cardinal principles of security is to restrict the 
knowledge of classified information only to those persons who must have 
ite Wo one. should know of classified matter unless he needs to know. 
Specifically, with respect to classified CTA contracts, it is emphasized 
that knowledge :of :the.association of CIA with the contract is in all cases 
one of the primary classified features which must be restricted to the 
fewest persons’ possible, — ce de 7 


he The rules’ set out herein have been made for the purpose.of prevent- 
ing the knowledge of classified information from being gained, either through 
carelessness or intent, by any unauthorized person or persons. 


II, PERSONKEL 


1. The contractor will submit immediately, upon request by CIA, 
Porsonuel Security Questionnaires to provide information necessary for 
security clearance, in accordance with CIA standards, for all employees 

who will have knowledge of the contractor will have access to’ -classified 
material. or information rélating to the contract. ‘The number of such 
persons will be kept to & minimum and an accurate record of their identities 
maintained. . ; “a 


2. At any time during the course of a classified contract when it is 

: determined that new or additional employees or executives will be required 

: to have access to or knowledge of classified, material concerning the con- 

co 3 tract, Personne] Security Questionnaires will be subriitted from such person- 
nel without delay by the contractor to the CIA Contracting Officer, 


he 
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30 The Contracting Officor, CIA, shall be notified immediately upon 
tho transfer, for cause, of an“employes from work. concerned with a elassi- 
fied contract, or upon the termination, for cause, of the employment of 
any employes who has knowledge of a CIA classified contract, with a state- 

.,mont of the reasons for such.transfer or torminetion. 


ly The Contracting Officer, CIA, shall be notified immediately in the 
, event of labor disturbances which might affect the contract, 
De In the event of any impending action which might result in seizure 


- or Aitigation affecting the security of the contract,..the Contracting . 
- Offieor shall be immediately notified, 


a Ge Contractors shall maintain adequate control of ‘the movements of 
~omployeus and visitors to insure that ‘only authorized persons have access 
to the restricted areas and: to classified material, 6quipment, or information 
‘relating to the contract, The methods of insuring such control will vary, 
depending upon the size, organization and physical layout of the Plant and 
_ the classification of the: projecte In large organizations, personnel ongaged — 
on CIA classified projects shall be provided with a means of identification 
to gain access to restricted areas, 


Te «ALL overtime ‘work mist be 


properly supervised to insure appropriate 
security safeguards, oe me 


Y 


III, PROTROTION OF -CLASSIFIBD- INFORMAT PMENT 


ION, ‘DOCWENTS, MATERIAL and EQUI 


1. In view of the wide differences in organization, 
physical make-up of individual plants, no specific requirements pertaining 
to those physical protection. measures, suoh as fences, identification 
systems, alarm systems, Ploodlights, fire prevention and fire fighting 

measures, etce, aro set out hereine Each contractor will provide’ such 
protective measures as are considered appropriate by the Contracting 
Officer or Inspection and Security Staff, - 


arrangement and 


2. The following ‘requirements are consideréd to be the minimum to 


afford adequate protection: for the majority. of sénsitive contracts. Modifi- 


cation of some of these ‘requirements may be granted by written authorization 
from the CIA Contracting: Officer whenever such modification appears to be 


warranteds In the case of.."Top. Secret" contracts, special indoctrination 
Will be given, :. 2 


& Entrance to and egress from a 
shall be strictly controlled at all 
personse The names of authorized vi 


plant or restricted area thereof 
times to admit only authorized 
sitors will be recorded, 


_. Be Local eonditions at.the plant, stich as physical ‘make-up and 
the Classification of the project, will determine the necessity for 
guard service, Merchant service patrols are not considered adequate 
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i . protection in casos where twonty-four hour guard service is deumed 
| necesuary., In somo ‘instancvs protection during norl-working Hours 
by an alarm. system approved by CIA will be oonsidvured adequate whore 
twonty-four hour puard service is considured necessary, 

CG. Employees shall be warned against discussing any phase of the 
contract or thoir work with any unauthorizod person or in the prosence 
of such a person, : 


: a: Si Hero d. Telephones will not be used for the, discussion of matters por- 

taining to classified projocts unless absolutely necessary, Ifit | 
becomes necessary to use the telephone, great care must bo taken so as 
not to disclose classified information, 


6. Pursons other than authorized employees of the contractor, such 
ras) prospective sub-contractors, consultants, Salesmoen, ote., will not 
be given information-or have access to documents, matorial or equipment 
portaining to a. classified contract, except on written authorization of 
CIA. ty a 


f. All correspondence and documents which divulge classified 
information relating to the contract must bear the same classification 
as the contract. The classification "lop Sécrot", "Secret", "Confi- 
dential", or “Restrictod" must be stamped or typed at the top and 
bottom of each page of evory document so classified which is not 
permanently bound. or fastened, Pormanently bound classified documents 
need only be marked as to security classification on the front and 
back covers, title page, and first and last PALGS. 


G+. All classified documents, material or equipment, excopt 
"Restricted" must be stored in vaults, safes or cabinets which are 
m locked with 3-way combination locks or approved equivalent. Guards 

te or other acceptable protective measures shall be provided for classi- 
fied items which are required to be so stored but which are too large 
eis of to be contained in safes or vaults. “Restricted documents, material 
or equipment may ke stored in ordinary file cabinets, desk drawers, 
ote. If approved storage facilitios described above are not readily 
available or if it is-impracticable to procure them, the Contracting 
Officer should be notified immediately in order that spocific attention 
“may be given the problem, ‘i 
he Material or equipment, of a nature requiring classification, 
but on which it is impracticable to stamp or affix a classification 
designation, will be protected, neverthelesss, in the mannor prescribed 
above for such classified material or equipment. ~ 


: is Employses will not leave rooms unoccupied at any time if classi-. 
: fied docunents, materinls or equipment are exposed. If it is necensary 
food to leave a room unoccupied, all classified material must Piret is se- 
curely locked in the. propor safeguarding equipment. 


-2> 
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J No employee will pormit classified papers to be oxposed in 
such a fashion that they could be read by unauthorized persons. 


Ke Combinotions to safes and cabinets in which classified material 

: is stored will be furnished only to those persons who are required to 

havo samo, Factory combinations will not be used. Tho combinations 
Should be changed periodically and in all instances when an employee 
having knowledge of the combination leaves tho employ of the contractor 
or is transferred to a position in which knowledge of the contract 
information is. no longer necossary, 


1. Possession of keys will be restricted to the minimum number 
of persons practicable fon efficient operations and a register shall 
bo maintained of the distribution. The return of all keys shall be 
required at termination of employment on the contract. If necessary, 


due to key losses, locks will be changed. 


Me A systom of "charge-out" records shall be established where 
practicable for all classified documents or material taken from their 
storage depositories. Such charge-outs should be checked at the close 
of each.work day to insure the return of all charged out material. 


Ne Copies. of all classified documents relating to CIA contracts 
must be held to the minimum consistent with operational necessity, 
Inter-office distribution shall be effected’ when possible by ciroula= 
tion of oné copy with assurance that it is returned to the proper 
depository. mS ; : 


Oo. At the close of each work day & security check of the premises 
must be made by a responsible employee to insure that all classified 
material has been properly stored and that, all repositeries are properly 
locked. . ~~ 


< 7 Pe In case of loss or Compromise of any classified doounent, 
material or equipment ‘the Contracting Officér shall be notified 
immediately, =. °.% 


qs Preliminary drafts, copies, carbons, stencils, stenographic 

notes, work sheets, spoiled copies, and the like, pertaining to 
classified matter, until properly disposed of, must be safeguarded 
in the same manner as classified documents. The disposal of such 
material should be by burning, under the supervision of a responsible 

f person. Care should be taken not to allow such material to be put 

: in waste baskets and handled in the ordinary manner of waste disposal, 

Be Adequate protection of wire, wax and other similar recordings of 

: Classified information must be afforded until the classified information 
is removed, . oy ar 
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Xe An appropriate Secrecy Agreement will be Signed by each con= 
tractor at the appropriate time, depending upon the circumstances and 
the nature of the project or contract, 


ye. If a question arises concerning appropriate security practice 
it should be referred to the Contracting Officer for advice . 


3. Whenever CIA considers it advisable, security inspections of 
contractor's premises will be made. 
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le The Federal Bureau of Investi gestion will be notified by CIA of 
‘the existence of classified coutracts. FBI representatives may be expectod 
to call upon contractors to establish liaison contacts for use in the event 
‘of emergency or compromise of information which would threaten the security 
of classified information, documents , materials or equipment involved in the 
contract. 7 
5. Effeotive security is largely a matter of habit and good judgment. 
Daily operations: should be performed in such a manner that seourity at no 
time will be compromised. It is not intended, nor is it considered desira- 
ble, that these Security Requirements in their entirety be distributed to 
all.employees concerned with the classified contract. Iowover, it is the 
contractor's responsibility to insure that each employee concerned with the 
contract is thoroughly indoctrinated with those provisions which are appli- 
eable to his participation in the project and signs a Secresy Agreement in 
aperopriate cases as determined by the Inspection and Security Staff. 


* 
' 


6. The contractor agrees to insert in all sub-contracts under this 
contract involving knowledge of the classified material,: provisions which 
shall conform substantially to the language of the security ‘requirements 

set forth herein. 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


ADMINISTRATIVE INSTRUCTION 4 October 1949 
NO. 


SUBJECT: Taking or Giving of Unofficial Study Courses 
vy Persons Employed by or Assigned to CIA 


1. Pending revision of CIA Security Regulations, authority for 
approval of applications for the taking or giving of unofficial 
coursos of study submitted by persons employed by or assigned to 
CIA is delegated as indicated below: 


a. To the Chief, Inspection and Security Staff, when the 
application covers courses having a bearing on intelligence 
activities, e.g., international politics, economics, languages, 
etc, or courses to be taken or given in the smaller tutoring 
type school. 


b. To Assistant Directors and Staff Chiefs concerned when 
the application covers courses other than those indicated in 
paragraph "a" above when in their opinion no security implications 
are involved. The application and a copy of the letter of 
approval will be forwarded to the Inspection and Security Staff. 


2. The Inspection and Security Staff will be consulted in those 
cases where o question arises regarding security implications. 


3. Any provisions of the CIA Security Regulations, dated 15 
August 1947, in conflict with this Instruction are rescinded. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 


DISTRIBUTION: All CIA Employees 
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: 7 CENTRAL INTELLIGENCE AGENCY 
: Washington, De C. 
ADMINISTRATIVE INSTRUCT | ‘ t 
25X1A Ne. A T Lo] | YO August 1919 


SUBJECT : Authorization ef Couriers and Guards tc Carry Firearms. .. 


RiFERENCE: Central Intelligence Act of 199, Public Law 110-81st 
Congress, approved 20 June 199. 


le Under refersonce law, couriers and guards are authorized te. 
carry firearms when engaged in transportation of confidential docu- 
ments and materials affecting the national defense and security. 


2e The following general policies will apply: 


Q& Authority is limited to those instanees involving risk 
ar danger of theft. 


be Normelly, couriers in the Washington Metropolitan Area 
need not be armede 


0. Carrying personal firearms while on official business 
is prohibited, 


Ze The Chief of Inspection and Security, acting for the Director, 
ie is responsible for: 


Be Authorizing the carrying of firearms in each onsee 
be Issuing necessary credentialse 


CG» Assuring the individual's famil arity with the weapon 
from official records or through traininge An issue of up to 
100 reunds of ammunition per individual for training is hereby 
authorizede 


Gd. Assuring that arms and ammunition ore returned daily, 
immediately after the trip for which issued, or as soon as the 
need no longer exists. | : 


Ge Instructing all persons in civilian clothes as to con- 


coalment of armse MA&litory personnel in wniform will comply with 
service regulations... 


nena sink eras eae ete eh hall lke ata oy ae 


f,. Coordination te insure proper accounting and maintenance 
of arms and ammunition. 
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hh. Assistant Directors and Staff Chiefs will: 


ae Furnish to the Chief of Inspection and Security (with 
justifications): 


(1) Names and assignments of individuals and alternates 
required to carry firearms either on a continuing basis, fre- 
quently, or occasionally by specific request. 


25X1 


be Issue the necessary instructions for the use of firearms 
outside the United States, 


0, Refer to the Chief, Inspection ond Security, any request 
for exceptions to the provisions of this Instruction. 


De Nothing herein applies to the official use of firearms for author= 
ized operational or training purposes, or to the authorized arming of couri- 
ers or guards outside of the United States. 


fe L fetfatlrachee Mn 
e H, HILLENKOETTER 


™—, Rear Admiral, USN 
Director of Central Intelligence 
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CENTRAL TNTELLIGENGE AGENCY 
Washington, D. C, 


: : ADMINISTRATIVE se aad 30 June 1949 
NO, 
/STATINTL 7 : 
SUBJECT: Seon Violation. Penalty Ey pvems 
1. <A guide for the imposition of sehalties for violation. of CIA 
security regulations is given below: 
a. First Violation: 
(1) Verbal reprimand by division or higher chief a 
warning of possible consequences of further violations, 
~ (2) Security-check duty for one week. under direction 
of the appropriate staff: ade officer, 
| b,. Second Violation: 
(1) Written reprimand and warning by Assistant Director 
or Staff Chief, 
(2) Seourity-check duty for two or more weeks under 
direction of the eppecanlate staff duty officer, 
e. Third Violation: 
(1) Suspension without pay for a period not less than 
~ one week and not more than four weeks, 


(2) Written warning from ‘the Personnel Officer as to 
consequences of a fourth violation. | 


de Fourth Violation: Termination of employment with CIA, 


—. 2g. The: above guide will not be a sae to immediate termination of 
employment due to any security. violation considered sufficiently serious 
to warrant such action, 


' .. 3e. Security violations will be-reported in eeiting: by branch chiefs 
or officials holding similar supervisory positions, to the Assistant Direc- 
tor or Staff Chief concerned, . iibirasounas 


ae Namo of offender and nature of violation, 


be Opinion as to seriousness, and whether carelessness or 
negligence were involved, | 


Co Statement by the offender, 
~l- 
., Bebs$-T-R-I-0- Ep... 
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d. Recommendation of penalty, 


Ae Assistant Diroctors and Staff Chiefs will detormine sorious- | 
ness of offense and whethor a ponalty should bo imposed, and will 
diroct imposition of first and socond violation penalotee when PPRres 
priate. 


. b. Recommendation for imposition of third and fourth violation 
ponalties, or dismissal for other than a fourth violation ponalty, 
will be forwarded to tho: Personnel. PTtOen, with all papers on tho 
case concerned, 2 ee fee 

5e a Thoso instructions shall apply to personnel detailed to duty 
with CIA from othor government agoncics exc2pt that the rolief of such 
an individual from duty with CIA and roturn to his paront agency will 
be pecommonded in ‘Heu of" susponsion or Cemmine bien of eee. 


be Such an individual may elect to senanat reference of his case 
to the agency from which detailed rather than accopt the penalty pre= 
_ seribed by paragraphs.1u and b, In such a case a roport of the circun- 
stances will be forwarded through tho Eeceubive a reference to the 
appropriate agency» 


6, Assistant Directors, Staff Chiefs and tho Porsonnel Officer are 
charged with informing the Chief of Inspection and Security of findings and 
punitive action taken by them in connection with cach security violation for 
which penaltios are amporee ‘under these ROEUTEVTONS « 


7. As an incentive toward scourity-mindodnoss in ‘the individual, and 

in order to romove a burden from the individual. who has clearly domonstra+ 

ted that he is no longer a risk with respect to physical security matters, 
the following exceptions to paragraph 1 are directed: 


a, If the first violation occurs on a date more than two years 
after an individual first enters on duty with. CIA, the particular pro- 
visions of paragraph la(1) shall not bo applicd. 8 


b, If an individual serves two continuous years without a secu- 
rity violation, any or all violations which he committed prior to the 
commonoement of said two yoar poriod shall be stricken from the records, 

4nsofar as tho application of ‘this Hamin ee eERtive Instruction is*con=- 
corned, 


8, Assistant -Direetors and Staff Chiefs will inform their employeas 
of re security records undor this, policy. 


a FOR THE DIRECTOR CF CENTRAL INTELLIGENCE: 
STATINTL, fe ee ene 


xecuvlve 


DISTRIBUTION: ALL CIA EMPLOYEES, 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY 
Washington, Dj ¢, 


: ADMINISTRATIVE INSTRUCTIUN 3 January 199 
STATINTL . ms | 
SUBJECT: Physical Penetration, CIA Buildings or Areas-~ 
Employee Action, 


1. When an employee discovers evidance or indications of 
forced penetration of a CTIA building, area or safekeeping equip- 
ment, he will take the following actions at once: 


&. Secure the room or area, barring all personnel. 


be Lock the door or arrange for an office employee to 
stand guard over the door if a‘key is not readily available. 


Ce Refrain from touching or disturbing the equipment, 
documents, building features or tools involved, 


d. Call the Chief, Inspection and Security, his Depu~ 
ty, or the Chief, Security Branch, I. & 5. 


@o Take no further action pending arrival of a 
Security representative. 


“~ 2. These actions are necessary in order to preserve possible 
fingerprints or other potentially vital evidence; furthermore, they 
will permit a Security representative to be present when the ap- 
propriate members of the operation involved conduct the survey to 
determine whether any classified material is missing or has been 
disturbed, 


3.6 Prompt action in securing the area and in reporting the 
penetration will permit Security representatives to make an im- 
mediate and thorough investigation. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


xe cutive 


e DISTRIBUTION: All CIA Empleyees 


_ RESTRICTED 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCL 
Washington, De Ce 


: ADMINISTRATIVE INSTRUCTION 13 October 1918 
STATINTL ai j ; 


SUBJECT: Top Secret Control Pracedures 


4 
i 
1 
| 


STATINTL paragraph 7, Administrative Instruction [ | dated 
3 May 19h8, is changed to read as follows: 


"7, The Assistant Directors for Special Opera~ . 

tions and Policy Coordination shall designate a 

Top Secret Control Officer for thoir Offices and 
shall establish adequate procedures for handling 

fop Secret material for all of their activities. 

The policies and procedures nrescribed above will 

be followed as a general guide where operational 
conditions permit. " 


FOR THE DIRECTOR OF CENTRAL INTSLLIGSNCS: 


STATINTL 


Pa | Bxecutive lor 
Acininistration and Management 


DISTRIBUTION: a 


RESTRICTED. 


ie eee Stee IPERS ea PO MEST NE MERE ETT NES BY 
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~ STATINTL 


by Assistant Directors or Staff Chiefs... Both Alternate and 

i RESTRICTED | 

| es aoe 

(6432) | 

aaa Teen eeennaraeannereniennnneeneriit ee a 


‘SUBJECT; Tep"Secrét ControlProcediiress Laren 


° a = 
RESTRICTED | 
Oa Cahn ine zro mo “agency” ee 
Rai ak Sie ear kc “Washington, De Ce ae i & : ee Lys 
ADMINISTRATIVE’ INSTRUCTION “0 1 Se 83 May ighg {Oo 
N e é Fe ibe eM ues 


ca eye ii ale 
1 : He wat te see neal 
vow . Pry 


1. The purpose of this Instruction is to supplement CIA Security. 
Regulations dated i5 August: 194 ond. to:-establish-a, greater degree Qf a 
control forall haterial classified ag Top: Secret, | Effective 17 May”: 


t 
2. Top: Secret Controls ~” vf 


Fy | coutral Top Secret Control 16’ established in thé Spécial ig.” 


tribution Section of Central Rocords Division, Services Branch, A&M, 
which will be thé’ ééntral ‘office of record for all Top Secret material 


processed within the Central Intelligence Agency and will exercise |: , 
Functional’ supervision over agency Top Secret control: measures, The... 
Top Secret ‘Control Officer, CIA, is charged with supervision of the °.. 

Central Top Secret Control, | a i ee le a ee 


b. Area Top Secret Controls . . ite & 

(1) Area Top Secret Controls will be eatablished with ap- 
proval of ‘the lop Secret Control Officer and. the appropriate 
Assistant Director or Staff Chief. The physical security of 
the area controls will be approved by, the Executive for, Inspec- 
tdon" and Security. Area Top Secret Controla will be Limited: in... 
number to a minimum ‘consistent with ‘operdtional needa’. ‘The fol- 
lowing organizational locations are suggested: 

(a) Office of the Director 
(b) Advisory Council a oo - 
i “8(d). Executive Registry, HT ee 
(a) Central ‘Records, A&M). 0. rhe eth Sab, 
(e) Reference Center, A&M poe, GY eee 
mo Ce). Office Of Reports -and Eatimatog 0 
mn" (g): "Of f480"OF' Collection and Diaseminetiog’ <= sed, 
(h) Office of Operations 


(2) The Area Top Secret Controls will be administered by 
Tortie peer Secret Control ‘officers’ specifically designated“ 
for'this' ‘purpose.’ “Alternate Top Secret: Control Officers," who’ 
may ‘trénenit Lotant cap arch Secret watertel from outeide ‘agen-""" 
' Cles , and Assistant ‘Top Secrét Control” Offivers,' ‘who’ may, traria- *. ae 
mit and receive Top Secret materials within OTA will’ be proposed“. 
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Assistant Top Secret: Control Officera will be subject to approy- 
al of the Top Secret Control Officer and the Executive for In« 
Spection and Security. 


3. Three standard forms will be used to effect Top Secret. Control; 


a. Top Secret Log - (Fowm No, 36-14, April 1948). All Top 
Secret materials will be logged at all control points within each 
area, 

| Be Signature Record and Cover Sheet - (Form No. 38-13, April 
1948). Each Top Secret document will be covered by this sheet at 

tine’ of its. entry into or origin within CTA. . The name of each 

individual having access to, or knowledge of, the contents of the . 
document will be recorded on thig Sheet. This form will remain at- 
tached to the Top Secret document continuously until the document. 
is downgraded, costroyed, o3 “ransmitted outside CIA, at which time © 

the cover sheot will’ be forwarded to Central: Top Secret Control, 


c. Document Receipt -(Form No. 38-16, April 1948). This re- 
ceipt wil}. be prepared’ for Top Secret material by the Area Top 
Secret Control Officer. and will be tranamitted with all Top Secret 

material being forvarded out: of CIA and will algo be used for ,trana~- 
mitting material: -vithin CIA when Signature is not obtained ona Top 
Secret Log. 


4, The Central Top Secret Control will: ” 


a. Allocate a block of identifying CIA Top Secret Control for 
use in processing Top Secret material, a 


“bd.  Asgign a Top. Secret Control number..to all Top Secret, docu- 
™ ments initially received in Central Top ‘Secret Control, ee 

-- @. Provide overall supervision and assistance to the Area Top 
Secret controls. a eee ; oo 


d. Maintain a record system to .enable ready accounting for all 
agency transactions involving Top.Secret materials, 


6. Periodically compile and appropriately distribute current 
lists of Agency Alternate: end Assistant Top Secret Control Officers. 


D+ Area Top Secret Controls will: 


(a. Assign a Top Secret. control number to each: Top Secret docu- 
ment originating within his" area, or initially received in, the area 
from a source outside-CIA.. This number will become the official CIA 
control number’ and’ will be used to. record. the document at all. control 


points within CIA, | 3 tag ies ar - 
RESTRICTED | 
tae 
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b. Submit a copy (or trangecript) of the Area Top Secret Log to 
Central Top Secret Control periodically as required by the Central 
Top Secret Control. 


eee ras 


c. Install and maintain such additional decentralized controls 
ag are necessary to discharge responsibilities for receiving, record- 
ing, distributing, reporting, or otherwise processing Top Secret 
material within the area in accordance with this instruction and ap- 
plicable provisions of the Security. Regulations. 


d. Maintain a log to favllitate immediate location of all Top 
Secret material within the area. 


o. Indoctrinate area personnel in need for, and operation of, 
Top Secret contol procedures. 


6. Violation: of Security Regulations relating to Top Secret mate- 
rial will be revorced promptly to the Executive for Inspection and Secu- 


rity, with simultaneous notification to the Top Secret eoubrot Officer of 
_ 

7. The Assistant Director for Special Operations shall derignate a 
Top Secret Control Officer for his Office and shall establish adequate 
procedures for handling ‘~p Socret material for all of his activities. 
The policies and procedures prescribed above will be followed as a eer 
guide where operational conditions permit. 


FOR THE DIRSCTOR OF CENTRAL INTELLIGENCE: 


“\ STATINTL 


xecutive for 
Administration and Management 
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ae CENTRAL INTELLIGENCE AGENCY 
te er re Washington, D.C. 
bo aha oe et th, tien Be 


oS ADMINISTRATIVE INSTRUCTION "90 Meroh 19h.” 
25X1A iw ONO et ee | | 


SUBJECT: Control of Personnel Security Files. 
dics Quoted below is amemorandum received from the White House, 
dated March 13,°1948; 


"Memorandum to All Officers and Employees irl the Executive Branch 
of the Government: 


"The effictent and just administration of the Employee Loyalty 
Program, under Executive Order No.: 9835 of March 21, 1947, requires 
‘that reports, records, and files relative to the program be pre- 
served in strict confidence.. This is necessary in the interest of 
our national security and welfare, to preserve the confidential 
character and sources of information furnished, and to protect 
Government personnel against the dissemination of unfounded or dis- 
proved allegations. It is necessary also to inswre the fair and 
Just disposition of loyalty cases. 


"For these reasons, and in accordance with the long-established 
policy that reports rendered by the Federal. Bureau of Investigation 
and other investigative agencies of the executive branch are to be 
regarded as confidential, all reports, records, and files relative 

a to the loyalty of employees or prospective employees (including re- 
~~ ports of such investigative agencies), shall be maintained in confi- 
ee dence, and shall not be transmitted or disclosed except as required 

in the efficient conduct of business. 


"Any subpena or demand or request for information, reports, or 
files of the nature described, received from sources other than 
those persons in the executive branch of the Government who are 
entitled thereto by reason of their official duties, shall be 
respectfully declined, on the basis of this directive, and the 
subpena or demandor other request shall be referred to the Office 
of the President for such response as the President may determine 
to be in the public interest in the particular case. There shall 
be no relaxation of the provisions of this directive except with 
my express authority. 


"This directive shall be published in the Federal Register. oe 4 


r m, | | /s/ HARRY TRUMAN" 
i (5468) | 
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CONFIDENTIAL 
CENTRAL INTELLIGENCE AGENCY 
Ca pee Washington, D.C, .. 
ADMINISTRATIVE INSTRUCTTO  f 2% 4 February 1948 
NUMBER | | 7 


SUBJECT; Release or Disclosure of Classified or Unclassified CIA! ~ _ 
Intelligence Material to the Congress of the United States, 
1. The following’ policy will govern the. release in writing, or the 
disclosure orally, of CIA intelligence material, whether classified or 
unclassified, to the Congress, its committees or individual members: 


GENERAL POLICIES; = Ee, a oe 
2. Requests by members’ of Congress for intelligence material 
should ordinarily be made to the appropriate department or agency of 
primary interest, CIA may properly advise Congressmen’ of the depart- 
ment or agency best able to comply with their requests, =" 


3. Each decision ag to release of CIA material to members of the | 
Congress will be made on the basis of the individual request. ee 


4, Release of intelligence material up to: ard including CONFIDENTIAL 
may be authorized by the Director of Central Intelligence, in consonance 
with ‘known, or to-be-established, policies of the. National Security - 


Council, 


5. Release of intelligence ‘material with a ‘clagetfication of SECRET, 
or TOP SECRET must be authorized :by the National Security Council, on 
advice. of the Director, - When deemed advisable by the Director, .intelli- 
gence. material classified, RESTRICTED or CONFIDENTLAL will be referred to 
the NSC for authority for release, _- saat 


6. as, Bory requect fron ine Gongreas for Gti inbeitigence 
material will be referred initially to the Office of the General 


pat ysbas the Office .of the Generel Gouge viii’ coordinste.with, the 

oe Assistant Director, OCD, and forward .ite recommendation in each . 
case tothe Executive Director, "| ee feed 

OCD, will coordinate with; ana obtain 


the approval of,.the pertinent. IAC sagency when. any of. the. material 
be be released’ comes from such, an, POOH 6s oh opie ak ah o 


"CONFIDENTIAL 


ao oe Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010004-9 


Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010004-9 


CONFIDENTIAL 
| OP age, 


e. Extreme care will be exerciaed inot to reveal the sources of 


intelligence information or the ‘téchriques or methods uged in its 
collection. | 


f. All classified material released will peer the following 
notice; on 


. oo a! ” 


‘This scintt soriteine tnfordation -aftacting ‘che national 
defenee of the United States within the meaning of the Espionage 
Act, 50 U.S.C., 31 and 32, as anended. Ite trangmission or the 


oF revelation of its contents ‘dn any: marinér to an uneuthorized per 
son id Brohtbited by. awe ae 


woe 
‘ 


\. 


: “ ‘ 


Be Letters transmitting classified material wil contain. a 
request that if the material is not required for permanent retention,. ... 


it be returned to CIA ag soon as it hes served the official needs 
of the recipient. Cea Ags — " . . ; . 
oh Upon request’ of “thie” ‘Off ide’ of. the General Counsel : dn. fee 
particular case, waterial ‘to be forwarded to the Congress will be 
sent to the Office of the General Counsel for drensmiesion to the 
appropriate Member’ of Congreeg | ‘by: hand." . 
1... Letters traneultting material claseified CONFIDENTIAL or 
higher will contain'’a ‘statement. that as long’as the materiul-is | - 
retained by thé addressee baa must. be stored ina three ) combinatdon z 
locked’ safe when not in‘used’ 96" Ess 


J. In making deliveries of material classified CONFIDENTIAL 


‘or higher, the following notice ‘will be typed c on the Anner- envelope: 
~ "TQ BE OPENED BY ADDRESSEE ONLY." 


Ke Security regulations converning the procuring’ ‘of receipte “ beats ' 
for the delivery of classified material will be compliea with by . ° 
obtaining the signature of either the addresses or a responsible 
individual’ of ‘is office starts 


QRAL DISCLOSURE OF INTELLIGENCE MATERIAL BEFORE CONGRESSTONAL, ‘COMMITTEES 


Te a. Except for the: ‘Deputy: Director ; no ‘officér or employee of 
the CIA will give testimony before a committee of “the: Congress | 
without prior written authorization from the Directors 2: " 


be Except | ‘for the Deputy Director, any pereon‘on duty with, 


: or émployed by, the CIA, if requested © to appear yefore a'éommitted — 
e of the Congress will, without delay; inform the Officé“of the General 
me _. . Counsel, ‘which office, in turn, will submit its written recommenda- 
: ‘tion to the Director for coneideration vend. deciaion: ” ae 
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. 8. The requirements of this directive will be communicated to all 
\ employees now assigned or assigned in the future to CIA, Assistant 

H Directors and Steff Chiefs are charged with this responsibility for all 
personnel under their jurisdiction, : 


: FON Webbe orracbehon 
R, H, HILLENKOETTER 


| ‘Rear Admiral, USN | 
Director of Central Intelligence 
: DISTRIBUTION: A 
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CENTRAL INTELLIGENCE AGIICY 
Washington, D, C, 


ADMINISTRATIVE ISTRUCTION | 5 August 1949 
No, 


SUBJECT: CIA Contact Security Policies for Non-IAC Agencies, | 
RESCISSIUN: Administrative Instruction[ | dated 14 July 1947, 


RNEPEREMCE: CIA Administrative Instruction | dated 17 December 
1948, subject: Operational Lia ° 


1. The basic security policy and procedures covering onverational 
liaison contacts are stated below. 


2 The Chief of Inspection and Security will make security surveys 
of each non=IAC ageney that has nominated a Liaison Clearing Authority 
and will currently maintain information regarding security procedures 
followed within these agencies for the safeguarding of classified infor- 
mation, Based upon those surveys, Contact Security Policy Memoranda will 
be issued announcing the rules and restrictions covoring contacts with 
each agency, | 


3e Hach Assistant Director and Staff Chief will issue: intra-office 
instructions to carry out the established security policies, including 
recuired clearanee from the Office of Collection and Dissemination, 


4. ny proposed disclosure of CIA intelligence material to anyone 
other than the individuals named in tho romoranda or in a classification 
higher than that authorized will be cleared with the Chicf of Inspection 

_ and Security prior to such disclosure, 


50 Tho information contained in tho Contact Sccurity Poliey Hemoranda 
could seriously ombarrass tho Central Intclligoneo Agency if it became avail- 
able to unauthorized porsons,. Bach recipiont will insuro that circulation 
is limited strictly to thoso within CLA who must lnow the contonts in por= 
formance of their duties, Thoso monoranda will not be discussed or disclosed 
in any way outside CIA, They will be kept in a bound eovor in a restricted 
file, Any oxcoption will be eloarcd with the Chicf of Inspoction and So- 
curity, 


FOR THE DIRECTOR OF CEITRAL INTELLIGENCE : 


DISTRIBUTION: A, . kxeeutive 
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CENTRAL INTELLIGENCE GROUP: { 
a 5 Deak ane an AY 


: cee A OPERATIONS MEMORANDUM| | 
2 ates L819 


25X1A 

CIG CONTACT SECURITY POLICIES FOR 
: NON-IAB AGENCIES ——S™S 
25X1A 


References CIG Operations Memrandum dated 
19 February 1947, subject; Tiaison 
Contacts of CIG With Government Agencies 
Other Than the IAB. 


EFFECTIVE UNTIL FURTHER NOTICE 


1. General policy relating to the establishment of CIG contacts 
with agencies outside the IAB group is covered by the reference, 
Established below is basic security policy concerning these contacts. 

2. ‘The Executive for Inspections and Security will make security 
surveys of each non=IAB agency that has nominated a contact clearing 
officer and will maintain the necessary up to date and detailed 
information regarding security procedures followed within these 
agencies for the safeguarding of classified information. Based upon 
these security surveys, he will issue in the name of the Director a 
series of consecutively numbered Contact Security Policy Memoranda, 
which will announce the rules and restrictions covering all contacts 
with each particular agency. These memoranda will be given 
sufficient dissemination within CIG to provide guidance for offices 
maintaining non-IAB contacts and will be revised from time to time 
as circumstances may necessitate. 

3. Each Assistant Director and each Staff Chief who rereives 
| these memranda will comply with the following: 

a» As appropriate and necessary to his operations, he will 

| | _prepard intra-of fice instructions to carry out in detail the es- 
tablished security policies. In drafting any such instructions a 
provision shall be made directing individuals establishing Liaison with 


these agencies to obtain prior clearance from ICAPS. 


Feds Singh Ba Sate Rc to 2 


Be Any proposed disclosure of CIG intelligence material to 


anyone other than the individuals named in the memoranda or in a 
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classification higher than that provided in the particular instance, 


will be referred to the Executive for Inspections and Security for 
decision in the light of the particular circumstances » Se. the 
character of the information, the reason such information should be 
disclosed,and such facts as may be available regarding the individ- 
ual's loyalty and discretion. In each case he will cause the 
requisite checks to be made and prescribe appropriate procedure. 

c. The information contained in thie Contact Security Policy 
Memoranda could seriously embarrass the crc if it became available | 
to unauthorized persons. Therefore, in addition to the ordinary 
precautions required by the security classifications of thaws memo= 
randa each recipient will take special pains to insure that their 
circulation is limited strictly to those who must know. the policy 
in performance of their duties, All personnel given access to the 
information will be cautioned that it is not to be discussed or 
disclosed an any way outside the CIG. ‘These memoranda will be kept 
in , bound cover when not in use and kept in a restrictive file in 
each office. Should any exception to the foregoing seem desirable, 
the matter will be discussed with the Executive for Inspections and 
Security. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


ecutive Yirector 


(1812) 


_ Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010004-9 


25X1C 
Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010004-9 


Next 13 Page(s) In Document Exempt 


Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010004-9 


Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010004-9 


RESTRICTED 


CENTRAL INTELLIGENCE AGENCY 
PES Washington, ™. C. 


ar ADMINISTRATIVE INSTRUCTION _ 16 February 1949 
STATINTL NO. | 


SURJICT: Security Requirements fur CIA Porsonnel Engaged in Private 
Foreign Travels . ; 
STATINTL . se . 
(This rescinds Administrative Instruction 7 datad 2 Septem- 
ber 1947.) | 


le Tho policies and instructions contained herein apply to all 
individuals who go abroad in a private capacity during any period of 
employment or duty with the Central Intelligence Lroncvs They are not 
intended to interfere unduly with porsonal activities during travel 
abroad, but aro essential froma CIA security aspect and for the ror 
sonal protection of the individual concerned. 


2» Frior to departure froma duty status; 
&» Clearance will bo obtained from the Chiof of Inspection 
and Security. 


be Building passes and othor CIA identification must be sur- 
oS v rendered to the Chief of Inspection and Security. 


te Addresses through which the individual can be reached 
Will be filed with the Administrative Officer of the office or 
staff activity in which employed. 


de Any porsonal papers or publications to accompany the in- 
dividual will be carefully inspected by the individual concerned 
to insure that no information relative to CIA or his connection: 
therewith is included. 


Se In connection with applications for passports or visas: 


ae There is no objection to identification as an employee 
of CIA, if found necessary. If name of employer and business ade 
. dress is required to obtain a visa, the official CIA addross 
Ps (Central Intelligence Agoney, 2430 EB Street, Nave, Washington 25, 
H D. Ce) may bo givene 


be The purpose of the trip will be stated as for personal 
business or ploasuree 


ee Occupation, for entry in passports, will be stated in 
broad, gonoral torins, eege, "Administrator," "Executive," "Res 


scarchor,” "Lawyer," "Secrotary," "Stenographor," "Typist," 
"Clerk," ote. Tho designation "UsS. Govornment employoo" is 
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| STATINTL 


M ; ie 
: . Ap 
ve v 
; dle _ MEMORAN | 2 September 1947 1G y 


_ NUMBER 


SUBJECT: Security Requirements for CIG Personnel Engaged in Private | 
Foreign Travel 


1. The policies and instructions contained herein apply to all 
individuals who go abroad in a private capacity during any period of em- 
ployment or duty with the Central Intelligence Group. They are not in- 
tended to interfere unduly with personal activities during trevel abroad, 
but are essential from a CIG security aspect and for the personal protection 
of the individual concerned. 


(2. Prior to departure from a duty status: 


a. Clearance will be obtained from the Executive for Inspece 
tion and Security. 


b. Building passes and other CIG identification must be sur- 
rendered to the Executive for Inspection and Security. 


c, Addresses through which the individual can be reached 
will be filed with the Administrative Officer of the Office 
or Staff Section in which employed. 


~ d. <Any personal papers or publications to accompany the in- 

dividual will be carefully inspected by the individual con- 

cerned to insure that no information relative to CIG or his 
connection therewith is included. 


3, In connection with applications for passports or visas: ° 


a, There is no objection to identification as an employce of 

CIG if found-necessary. Jf name of employer and business 

address is required to obtain a visa, the official CIG address 
(Central Intelligence Group, 2430 "E" St., NeW., Washington, D.C.) 
may be given. 


! b. The purpose of the trip will be stated as for personal 
business or pleasure. 


| | . ce. Occupation for entry in passports will be stated as "U.S. 
| Government Employee". 


| d, Personal address for entry in passport will be stated as 
the residential address of the individual, P 
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4. It is particularly emphasized that in the course of private 
foreign travel CIG personnel should avoid any activity that gives the 
appearance of seeking to obtain or develop significant information. The 
interests of the CIG and its personnel will best be served if all persons 
will remember that during vacation or private business travel they have 
no operating responsibility to the CIc, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 's 


xecutive for 
Administration and Management 


DISTRIBUTION: A 
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CENTItaL INTELLIGENCE AGENCY 
“lashington, D. 0. 


JD; INIS TRATIVE a | _ 20 July 19h9 
| | 10. 
STATINTL | | : 

SUIJECT; Office and Branch Security Officers ° 


STATINTL Rescission: ad:inistrative Instenction[ _|datod 25 iugust 19,7 


1. a. In order to inplenent. effectively the CIA security program, » 
each Asyistant Director md Staff Head will appoint a security 
officer to be. responsible to him for insuring compliance with CIA 
security regulations ‘and policies within his organizational juris- 
diction, to include: 


(1): Proper transmission of classified documents. 


(2) Observance, of the regulations pertaining to the 
safeguarding and storage of classified information. 


; (3) “Enforcerient of regulations and procedures pertei n- 
ing to the control and’ handling of TOP SECRET material. — 


(hl) Development of an effective system of after-hour 
staff security checks of safes, offices, exposed classified , 
data, etc. 


~~ - (5) Enforcenent of regulations concerning the eceuew 
ee of: ‘buildings and installations. 


(6) Security in. office routine. 
(7) Regulations pertaining to admittance of visitors. 


+ + (8) Restrictions on dissemination of classified informa- 
tion. 


. (9) Recormending means of indoctrination of personnel in 
connection with maintaining prescribed security standards in. 
conversation. 


: (10). Coordinating with the Chief of Inspection and Security 
: in the development of a program of continuing security education 
ty ; suitable for CL. and to the needs of a particular activity. 


| (11); Haintaining adequate liaison with the appropriate 
operations of the Chief of Inspection and Security. 
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: b. Branch security officers should also be designated 
. where operational requirements make it advantageous, for 
i example: . 


i eo nch, Office of Operations 
STATSPEC 
Foreign Documents Branch, ffice of Operations: 


| Office of the Personnel Officer 
vi Office of the Services Officer 
Office of the Budget Officer 
Office of the Management Officer 


a e. - The functions of security officers will be performed 
in addition to their normal duties. 


2, Tf not already done, the names of security officers 
appointed under this directive will be submitted to the Chief of 
Inspection and Security within one week from date of receipt of this 
directive. Subsequent changes will be promptly reported. , 

3. Security officers appointed for offices authorized to 
handle TOP SECRET material will be designated as alternate TOP SECRET 
control officers if not previously 80 designated. 
4. Security officers appointed under this directive should 


not be below grade CAF=-9 or P=3. They should preferably be above 
these grades. , 


. 5, Office and Branch security officers will not have access 
a to Personnel Security Files of CIA personnel. 


: | FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ° 
STATINTL 


Executive 


DISTRIBUTION: A. 
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SUBJECT: Office and Branch Security Officers : | 7/2 /¥9 


1. a. In order to increase the effectiveness of the CIG security 
program, each Assistant Director and Staff Head will appoint a security 
officer to be responsible to him for insuring compliance with CIG security 
regulations and policies within his organizational jurisdiction, to in- 
clude: 


(1) Proper transmission of classified documents, 


(2) Observance of the regulations pertaining to the safe- © 
guarding and storage of classified infermation, 


(3) Enforcement of regulations and procedures pertaining 
te the control and handling of top secret material, 


(4) Development of an effective system of after hour staff 
security checks of safes, offices, exposed classified 
data, etc, 


(5) Enforcement of regulations concerning the security of 
buildings and installations. 


(6) Security in office routine, 
(7) Regulations pertaining to admittance of visitors. 
(8). Restrictions on dissemination of classified information, 


(9). Insuring maintenance of prescribed standard of security 
in conversation, 


_ (10) Coordinating with the Executive for Inspection and Security 
in the development of a program of continuing security — 
education suitable for CIG and to the needs of a particu- 
lar activity. 


(11) Maintaining adequate liaison with the appropriate opera- 
tions of the Executive for Inspection and Security. 


b. Branch security officers showld also be designated for those 


branches whose operations are on a semi~independent basis. Examples are -- 


Dissemination Branch, OCD Personnel Branch, A&M 
Contact Branch, 0/0 _ Services Branch, A&M 

'. Budget and Finance Branch, A&M 
Doguments Branch, 0/0 Management Branch, A&M 
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¢. The functions of security officers will be performed in 
addition to their normal duties, 


2, The names of security officers appointed under this directive 
will be submitted to the Executive for Inspection and Security within one | 
week from date of receipt of this directive. Subsequent changes will be 
promptly reported, 7 


3, Security officers appointed for offices authorized to handle 
top secret material will be designated as alternate top secret control — 


officers if not previously so designated, 


4 Security officers appointed under this directive should not be 
below grade CAF-9 or P=3, They should preferably be above those grades, . 


5e Of fice and Branch security officers will not have access to 
Personal Security Files of CIG personnel, — 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 


Executive for 
Administration and Management 
ATTACHMENTS: None 
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CENTRAL INTRLLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRALIVE INSTRUCTION | 19 July 1950 
NO. | i 


— SUBJECT: Policy ou Clearance of Personnel for Dutics with Central. 
Intelligence Agency. ; 


RESCISSION: Administrative instruction] | antec 8 March 1948. 


1. Section 102d(3) of the National Security Act of 19-7 states: 
",,-under the direction of the National Security Council - the Director 
of Central Intelligence shall be responsible for protecting intelligence 

sources and inethods...." 


2. In the discharge of this responsibility, it is imperative that 
personnel. assigned to or attached for duty with the Central Intelligence 
Agency be: 


a. Of excellent character, citizens of the United States 
Yor at least five years, and who have no member of the immediate 
family om next of kin subject to a foreign power and, 


b. Whose loyalty, integrity, discretion and trustworthiness 
are unquestioned and, 


c. Whose financial habits are such as to render unlikely 
their succumbing to any improper influences. 
3. To assure that personnel (including those nominated by IAC 
agencics) assigned to or attached for duty with the Central Intelligence 
Agency meet the standards prescribed in the foregoing paragraph, the 
following procedures will be applied in the investigation and clearance 
of such individuals: 


a. Prior to entrance on duty with CIA, investigation will 
be conducted to the extent necessary to enable the proper 
determination of ar individual's eligibility in accordance 
with provisions of paragraph 2, except for those individuals 
covered by provisions of paragraph 4, below. 

b. The minimum investigation will consist of: 


(1) A check of appropriate records of: 


(a) Department of State. 


=e 
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(bo) Office of the Director of paboliteence 
Department of the Army. 


(c) Office of Naval Intelligence, Department 
of the Navy. 


(ad) Federal pineal of Investigation (including. 
fingerprint files). 


(e) Police Department in each city of employ- 
ment and residence in the United States covering: 
the past fifteen (15) years. 


(f) Credit agencies. 
(g) Civil Service Commission. 
(hn) House Committee on Un-American Activities. 


(i). Director of Intelligence, Department of 
the Air Force. 


(2) VenPicetiee of the individual's Personal History 
Statement regarding: 


(a) Birth. 

(ov) Citizenship. 

(c) Education. | 

(a) qubi oyun Foe past fifteen (15) veuee. 


(3) Character investigation by interviews with o 
sufficient number of personal references given by the 
individual and with a minimum of three other persons 
who have knowledge of his activities over a period of 
pime sufficient to enable a determination as to his 
character and integrity. fe 


c. Reports of investigations will be reviewed in each case 
by the Chief, Inspection and Security Staff, who will make final 
decision as to the acceptability of the individual for assignment 
to the Central Intelligence Agency, except in those cases which in 
his opinion should be referred to the Director of Central Intelli- 
gence for Final decision. 


. Sub j ject to satisfactory result of checks prescribed by paragraphs 

BG; (a), espe (c), (a), (g), (h) and (i), above, and with the approval 
ee the Director, individuals whose records show a minimum of ten (10) years 
20s 
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Te em em ENE EERE Tt, 


CIA-RDP81-00728R000100010004-9 


CONFIDENTIAL . 


Of honorable government service with no subsequent derogatory indications , 
or individuals who have been investigated by an accredited government 
agency within the past three (3) years with no subsequent derogatory 
indications, may be given provisional clearance to enter on temporary 
duty with CIA prior to completion of full security investigation. How- 
ever, full investigation will be made in each case and final acceptance 
for permanent duty (assigned or attached) will be subject to satisfactory 
result of each investigation. | 


2» @& Individuals nominated by IAC agencies for duty with 
CIA will be accepted only under conditions prescribed in 
paragraphs 3 and 4, above. 


b. Each nomination should contain statements to the 


effect that the individual nominated: 


(1) Has (or has not) had a minimum of ten (10) 
years prior honorable government service, 


(2) Is (or is not) cleared for handling Top 
Secret material in the nominating agency. 


(3) Is considered by the nominating agency, 
based on such information and records as are avail- 
able in the agency, to possess qualities of integrity 
and loyalty sufficient to. warrant assignment to duties 
involving matters of concern to the national security. 


6. All personnel assigned to or attached for duty with the Central 
Intelligence Agency will be required to execute a declaration of secrecy. 


7. Upon termination of duties with the Central Intelligence Agency, 
all personnel will be given an exit interview designed to impress upon 
them their obligation with regard to maintaining the security of all 
matters pertaining to Centrel Intelligence Agency activities as well as 
the provisions of the applicable laws and statutes. 


8. Clearance of consultants to be employed on an intermittent 
basis will be governed by the following instructions: 


a. Clearance will be obtained from the Chief, Inspection 
and Security Staff, prior to contacting any individual to 
determine willingness to serve CIA as a consultant. 

. b. After determination of willingness has been obtained: 
| (1) Full security investigation will be made in 

| each case as prescribed for permanent employees. 

ae 
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(2) Clearances, when granted, will be: 


(a) For not in excess of six-month periods, 


subject to renewal when concurred jn 


by the Chief, 


Inspection and Security Stafi', in each case. 


(b) Granted with stated restrictions if 
security investigation indicates that full 
clearance cannot be granted and sufficient 
justification for restrictal employment: can be 
presented by the CIA activity concerned. Such 
justification will include the circumstances 


under which the consultant will be u 
classification of information to be 


sed and the 
divulged. 


The personal approval of the Director will be 
required for each restricted clearance. 


(3) Approval of the Chief, Inspecti 
Steff, must be obtained in each case pri 


the services of a consultant within any 
of CIA. . 


on and Security 
or to uviliazing 
of the premises 


9. Any exception to the foregoing provisions will require the 


approval of the Director of Central: Intelligence. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


DISTRIBUTION: A. 
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CENTRAL TNTELLIGENCE AGENCY ATA tte et, MU 
Washington, D.C, 


ee 
ADMINISTRATIVE INSTRUCTION ; | 8 March 19148 / if Te 
NUMBER 
SUBJECT: Policy on Clearance of Personnel for Duties with Central 

Intelligence Agency 


(This rescinds Administrative Instruction[ _ | dated 1 May 1947.) 


Ll. Section 102d(3) of the National Security Act of 19h7 states: 
".eeunder the direction of the National Security Council - the Birector 
of Central Intelligence shall be responsible for protecting intelligence 
sources and methodses.." 


2. In the discharge of this responsibility, it is imperative that 
personnel assigned to or attached for duty with the Central Intelligence 
Agency re; . 


ae Of excellent character, and citizens of the United States 
who have no member of the immediate family or next of kin sub ject 
to a foreign power and, 

b. Whose loyalty, integrity, discretion and trustworthiness 
are unquestioned and, 


c. Whose financial habits are such as to render unlikely their 
succumbing to any improper influences, 


3. To assure that personnel (including those nominated by IAC agen-— 
cies) assigned to or attached for duty with the Central Intelligenée 
Agency meet the standards prescribed in the foregoing paragraph, the fol- 
lowing procedures will be applied in the investigation and clearance of 
such individuals: 


a. Prior to entrance on duty with CIA, investigation will be 
conducted to the extent necessary to enable the preper determina~ 
tion of an individual's eligibility in accordance with provisions 
of paragraph 2, except for those individuals covered by provisions 
of paragraph | bellow, 

. The minimum investigation Will consist of: 

(1) A check of appropriate records of: 


(a) Department of State. 


(bo) Office of the Director of Intelligence, Depart- 
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7 (ce) Office of Naval Intelligence, Department of the 
ue Navy. 


‘2 | (d) Federal Bureau of Investigation (to include finger- 
print files). 


nae Ce) Police Department in each city of employment and 
i residence in the United States covering the past fifteen (15) 
years. 


Cf) Credit agencies. 
Cg) Civil Service Commission. 
~(h) House Committee on Un-American Activities. 


(i) Director of Intelligence, Department of the Air 
Force. 


(2) Verification of the individual's Personal History State- 
ment regarding: . 


(a) Birth 


(b) Gitizenship. 


(c) Education. 
| (d) Employment for past fifteen (15) years. 


(3) ‘Character investigation by interviews with a sufficient 
number of personal references given by the individual: and with 
a minimum of three other persons who have knowledge of his activi-~ 
ties over a reriod of time sufficient to enable a determination 
: as to his character and integrity, 


c. Reports of investigations will be reviewed in each case by 
the Executive for Inspection and Security who will make final deci- 
Sion as to the acceptability of the individual for assignment to the 
Central Intelligence Agency, except in those cases which in his & 
opinion should he referred te the Director of Central ‘Intelligence 
for final decision. . 


oh. Subject te satisfactory result of checks prescribed by paragraph 
3b (1) (a) (b) (ec) (a) (g) Ch) and (4) above, and with the approval of 
the Director, individuals whose records show a minimum of ten (10) years 
‘of honorable government service with no subsequent derogatory indications, 
or individuals who have been investigeted.by an accredited government 
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agency within the past three (3) years with no subsequent derogatory indi- 
cations, may be given provisional clearance to enter:on temporary duty with 
CIA prior to completion of full security investigation. However, full 
investigation will be made in wach case and final acceptance for permanent 
duty’ (assigned or attached) will be subject to satisfactory result of each 
investigation. 


5. a» Individuals nominated by IAC agencies for duty with CIA will 
be. accepted only under conditions prescribed in paragraphs 3 and h 
above. . 


b. Each nomination should contain statements to the effecw that 
the. individual nominated: 


(1) Has (or has not) had a minimum of 10 years! prior 
honorable government servicc. 


(2) Is (or is not) cleared for. handling Top Secret: mate- 
rial in the nominating agency. 


(3) Is considered by the nominating agency, based on such 
information and records as are available in the agency, to 
possess qualities of integrity and loyalty sufficient to warrant 
assignment to duties invelving matters of concern to the national 
security. 


= . 6. All personnel assigned to or attached for duty with the Central 
Intelligence Agency will be required to execute a declaration of secrecy. 


7. Upon termination of duties with the Central Intelligence Agency, 
all personnel. will be given an exit interview designed to impress upon 
them their obligation with regard to maintaining the security of all mat- 
ters pertaining to Central Intelligence Agency activities as well as the 
provisions of the applicable laws and statutes. 


8, Clearance of consultants to be empleyed on an intermittent basis 
will be governed by the following instructions: 


a. Clearance will be obtained from the Executive for Inspection 
and Security prior to contacting any individual to determine willing- 
ness to serve @IA as a consultant. 


e. After determination of willingness has been obtained: 


(1) Full security investigation will be made in each case 
as prescribed for permanent employees. 


(2) 2r="CONFIDENTIAL — be : 
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(a) For not in excess of six-month periods, subject 
to renewal when concurred in by the Executive for Inspection 
and. Security in each Case. . 


| (b) Granted with stated restrictions if security inves- 
tigation indicates that full clearance cannot be granted and 
sufficient justification for restricted employment can be 
presented by the CIA activity concerned, Such justification 
will include the circumstances under which the consultant 
Will be used and the classification of information to be 
divulged. The vergonal approval of the Director will be 
required for each restricted clearance, : 


(3) “Approval of the Executive for Inspection and Security 
must be obtained.in each case prior to utilizing the services of 
a consultant within any of tho premises of CIA, 


2. Any exception to tho foregoing provisions will require the approval 
ov the Director of Central Intelligence. 


FOR THE DIRECTOR OF CENTRAL INTSLLIGENCE: 


25X1A 
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¢ CONFIDEN TIAL 7 ac) alg 
25X1A a ' | 
ee CENTRAL INTELLIGENCE GROUP econ 
| 25X1A ‘ Washington, Dy Ce / ap ay) 
| : . if 7 F 4 
: . 
i " 
1 25X1A oan MEMOP ANDUI 1 May 1947 
| , NUMBER [_] 
SUBJECT: Policy on Clomranoe of Personnol for Dutios with 
; Central Intolligcnco Group 
DEFECTIVE UNTIL $ JUND 1947 UNLESS SOONER RESCINDED 
25X1A C.1.G. Administrative Ordor[ Subject: "Policy on Clcaranceo 


of Porsonnel for Dutics with Contral Intollifenco Group", dated 
25 October 1946, is hcraby rescindod cffcootive this cuto, and the 
following is substituted thercfor: 


le Tho President's lottor of 22 January 1946, refcrring to functions 

of the Nationnl Intelligenco Authority and the Dircetor of Central 
Intolligenee, stntos: “In the conduct of their activitics, tho 

National Intelligence Authority and the Director of Contral Intclligenco 
shall ae Soe pens sible for fully protceting intclligcnco soureos and 
methods .' . 


26 In the dischargo of this rcsponsibility, it is impcrativo that 
personnel assigned ee or attached for duty with tho Contral Intelligonco 
Group be individuals 


&e Of exccllcnt character who aro citizons. of the United Statos 
and who have no menbor of the immediate family or next of kin 
thereof subject to a forcipm powcr; 


be Whose loyalty, integrity, discretion and trustworthinoss are 
unqucstioncd; 


c» Whose financial status and habits ar« such as to rondor un- 
likcly their succumbing to any temptation arising from thase 
SOUrCCS 


3. To assure thet nersonnel assimmad to or attached for duty with tho 
Central Intcllircnco Group m.ct the standurds preseribod in the foro- 
moing paragraph, the following procedurcs will be applicd in the 

invos tipation and clearance of such individuals: 


te ‘Investigation will be conducted to the cxtent nocossary to 

™ enuble the proper dotermination of an individual's cligibility 
in accordance with provisions of Paragraph 2, cxcept for thoso 
individuals covered by provisions of Paragraph 4 below. Tho 
mininum investigation will consist of: 


(833) CONFIDENTIAL 
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i (1) A cheek of appropriate records of cach of the following: 

(a) Department of Stato. 

(b) Office of the Dircotor of Intelligence, War 
Departncnte 

(c) Office of Naval Intelligenco, Navy Departnuent. 

(d) Federal Burcau of Invostisation (to include finrer- 

: o C 

print files). a 

(oc) Polico Department in cach city of cmploynunt and 

, residences in the United States for past fiftoon 

(15) years. 

(f) Credit agenclcs. 

(2) Verificntion of the individual's Porsonal History Statonent 
y 

rereardin¢: 

(a) Birth. 

(b) Citizonship. 

(c) Education. 

(ad) Enploymont for past fifteen (15) ycars. 

(3) Charsctor investigation by interviews with personal 


references given by the individual and with a mininun 

of three other pcrsons who have Imowlodge of his activitics 
over & period of time sufficicnt to onable a doterninction 
as to his character and intcrrity. 


be Rerorts of investications will be reviewed in cach case by the 
Sceurity Officor of the Central Intelliganee Group who will 
verify tht the above procedure has boon carrice out. Final 
aecision es to the accentability of the individual for assifn-= 
ment to the Central Intellipenec Group will rest with tho 
Director of Contral Intolligcnee. 


4. Where there hes beon a previous satisfactory charactor and loyulty 
investiration by the War or Navy Department, Department of State, or 
other Governmont agcney, or where thore arc other availablo rocords 
indicating a minimum of ten (10) ycars, honorable Government service 

. with no subsequent information: creating a suspicion of disloyalty or 

. ~ gucstion as to intogrity, the information derived therefrom may, at 
the option of tho Dircetor of Central Intelligences, constitute the 
basis for clcoarance of an individual for assignment to or attachment 


CONFIDENTIAL 
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for duty with tha Central Intclligzonee Group. However, in cach case 


(of olcarance based on a previous satisfactory chaructcr and loyalty 


investirpution or on the basis of a minimum of ton (10) years honornblo 
Governnent sorvico, a chook of appropriate records of tho Dopartnont 
of Statc; Offico of the Director of Intclligenoo, Wor Dopartmon ts; 
Offico of Neval Intclligenco, Navy Department; and tho Fedoral Burcau 
of Investigation will be mado. 


Se Oe When on IAB menbor agency is requostod to detail personnol 
~ $0 duty with tho Contral Intcllisence Group, nominations 
of individuals for such duty will include a writton stato- 
nont cortifyines to their loyalty anc general intogrity bascd 
upon Inowledzo available in tha nominating apeney. 


be Such individuals, when acceptad, will be nermittod to ontor 
on duty with CIG provisionally, but will thorcaftcr be checkod 
for sueurity in the same mannor as for all othor individuals 
entoring on duty: (sco para. 3 and 4 above). 


6 Only upon specific approval of tho Dircotor of Central Intclligenco 
in cach case will an individual be pernitted to entor on duty with the 
Contral Intelligence Group prior to the completion of tho full sccurity 
clearance proscribed hercine 


7» All porsonnel assigned to or attached for duty with ‘\.0 Contral In- 
telligenco Group will be required to cxccuto a declaration of sccrocy 
which will be administorcod by tho Dircctor of Central Intolligence or 
his suthorizod rcproscntativo, : 


8» Upon tornination of duties with the Central Intolligenee Croup, all 
porsonnel will be given an exit intorviow designed to impross upon them 
their obligation with regard to naintnining tho scourity of all matters 
pertaining to Central Intelligence Group uctivitics us woll as the pro= 
visions of the applicable laws and statutes. —- 


9. Any cxecotions to the forccoing provisions shall require the approval 
of the Diroctor of Contral Intclligeonece. 


FOR THD DIRDCTOR OF CENTRAL INTELLIGENCE: 


Exccutive for Personnel 
and Administration 


— ATTACHUENTS: Neno 


DIS TRIBUTION: A 


CONFIDENTIAL 
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le The Fresident's ee of 22 January L9G , referring to 
functions of. the Nati onal Intelli;ence Authority and the Director 
of Central Intellivence, states: "In the conduct of their activities, 

the Hatd onal Intelligence Authority and the Director of Central 
Intelligence shall be responsible for fully pnoeeomnnG intelligence 
sources and methods." , 

26 In the gischarze of this responsibilit;, it is imperative that 
pers sonnel ¢ ssimmed to or attached for duty with the Central Intelligence 
Beales be individuals: 

a. Of excellent character who eis citizens of the United 


States and who have no vember of the daediate family or next of kin 


- tuereol surject to a foreicn power: 


be ‘those lovalty, inte: arte, discreticn and trust= 
worthiness are unquestioned; 
Ce Jhose financial status and habits are such as to render 
unlikely their succuibing to any temptation arising from 
ee sources, 
cm To assure that nersonnel assicned to or attached for duty 
an he Central Titelligence Group meet the standards prescribed in the 
foresoins paracranh, the Pollovine procedures will be apnlied in the 
investication and clearance of such incividuals: 
ae Investi sation will be conducted to the extent necessary 
to enable the prover determination of an Tate SlimloLlity in 
accordance with provisions of Faracraph 2, except for those individuals 
covered bir srovisions of Farazraph below. The winimum investization 
will consist oi 
(1). A check of appronriate records of each of ‘the following: 
(a) eee of State. 
(b) Office of the Director of Intellisence, “ar Departacnt 
(c). Office of Naval Intelligence, vavy Departnenty 
(d) Federal Bureau of Investigation ( to anelide fingerorint files 
(2), -Folics Departnent in each city of emloyment and residence 
7 | in the United States for past fifteen (15) Yearse | , 2 . 
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y o (2) Verification of tie indivitual's iersonal fy gbtory 

: i Statement rejarding: 

‘ (a) Birth. 

{ c 

i a pa of 

: (bo) Citizensnip. 
(c) Educasion. - 
: (d) Employment for past fifteen (1°) years. 
i (3) Character investigation iy interviews “ith personal. 
references given by the individual and “rita a minimus of three 
other persons who have knowledge of nis activities over a 
period of tume sufficient to enable a determination as to nis 
character and integrity. | . 


be Reports of investi. abLons an pe reviewed in each case by 
the Security Officer of tne Central Intellijence wroup "Mo LLL ee that the 
above srocedure nas been carried oub. Final decision as to tie acceptability o: 
tie individual for assignment oof the Central Intelligence Group will rest 
with the virector of Central ‘Livbe lin erice « 

lee ‘here tiere has ween a previous satisfactory character and loyalty 
At . dnvestization py tne Jar or pavy Nepar tment , Department of otate, or other 
Government agency, or where there aye other availavle records indicating a 
one of ten (10) ae honorable Goverment service “ith no subsequent 
a deseaation creating 3 suspicion of diglovalty or question as to Lote vrity , 
‘the information derived therefrom may,.at tae option of the “irector of 
— Central Intellijence, coustitute the basis for clearance of an individual 
for assi._ nent bo or attaciment for duty trith the Central Intelligence LYTOUP. 
ye dowever, in each case of clearance based on a nrevilous satisfactory character 
and Loyalty investigation or on the vasis of 4 winimum af Hen (10) years 
eee wovecmment service, a check of a. propriate records of the 
i : ; (. . 
| Departnrent of State; Office of the Director of Intelligence, Jar Department; 
Office of vaval Tntells,ence, wavy Department and the vederal Bureau of 
Investi,, ation will be MACE 


-.§, In the event taat.a menor’ Department is requested oy the Director 


on i 


of Ventral Intelligence . to nominate an ineividual of the member Department 


for duty aan the Central Intelligence uroup, it is expected that such a 
noninatiion, when transmitted to the director of ventral ‘Intelli: aPHeRS will 
ibe accom panied “oy a written statexent %O vac effect that the nominating 
‘Departnent, pasec pon its own Sovie dee of te individual, recomended, 


‘certifies to") Ais Lay ralty ann | fitness for ‘duty 
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5. Only upon suecifie aprreval of the virector of Ventral Intellicence 
in each case will an individual ve pernitted to enter on duty with the 
Central Intelligence Yroup prior to the completion of the full security 
clearance preseribec verein, 

7. AL personnel assijned to oF atbacne? for duty with the Central 
Intelligence will be required to execute a declaration of secrecy which 
will oe adninistered oy tie Ulrector of Contral Intellizence or his author- 
ized representative. 

8. Upon termination of duties with tie Central Intelligence Group 
all rersomel will be Jiven an exit interview desi ned to impress upon them 
their ovligation with re ard to waiutaining the security of al] matters 
pertaining, to Central Intelligence vroup activities as well as tic Provisions 


of tie a-plicavle lavs and sthiurtes, 


ve Any exceptions to the force ein, provisions shall renuire the 


‘approval o. tic Uilrector oi Central Intellience. 
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Veputy ixecutive for lersonnel. 


and Administration 


| oosieronset ap Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010004-9 


rey 


Ei eee 


Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010004-9 


CONFIDENTIAL COPY NO. +54 

5 August 1946 | | | 
oe j LL i jj 

| . & LéctemedlLe {hte 

CENTRAL INTELLIGENCE GROUP 


C.I.G. ADMINISTRATIVE orpER[ | Werle, Hf p 


SECURITY OF ACTIVITIES PERTAINING TO 
THE OFFICE OF SPECIAL OPERATIONS 
Ll. In view of the importance of limiting knowledge of the 
netivities of the Office of Special Operations, the additional 
instructions contained in this memorandum pertaining to see- 
urity of that office are applicable to all personnel of the 
Central Intelligence Group. 
a. Personnel of Special Operations, C.1.G., have been 
, instructed to confine their contacts and visits to other 
~ | offices of C.I.G. to the minimum neccesary to transact 
: official business. All personnel of other offices and stoffs 
of C.1.G. will similarly confine their contacts with and 
visits to Special Operations to the minimum necessary to 
: “transact official business. _ 
: b. Likewise, it ls highly acsipabue that contacts with 
: State, War, Navy and other Departments of the Government 
pertaining to the business of Special Uperations be confined 
to the minimum and tnat these contacts be controlled by 
Special Operations. The Assistant Director for Special 


Overations, C.I.G., has designated the Control Branch, 


Sneclal Operations, as his agency to control and conduct 
these contacts. Consequently, all personnel of the staff. 
and other offices of C.I.G., including personnel of the 


forsonnel and Administrative Branch, assigned to operational 
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| support of the Offices of Special Opcrations, who desire to. 

; make outside contacts concerning the business of the Office | | 
tee of Special Operations will, beforo making such contacts, : 

clear their business concerning outside departments and 

| | agencies with the Control Branch, Special Operations. 

25X1A FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

Distribution | Executive for Personnel an 
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